基本フォーマット103　クリスマスパーティの開催
From: Kim Sharon
To: Yuri Kawamura
Subject: Christmas Party
Dear Yuri Kawamura 
①We’ll invite you to our annual Christmas party at Loyal French restaurant on Christmas eve.  The party will begin at 6 p.m. and expected to last until 9 p.m. ②We are planning to have cocktails starting at 6 p.m. 

Kindly advise how many people would be able to come, to make a reservation. ③Please send e-mail to me before Friday, December 17, whether or not you will be able to attend. I hope that you would join the party to share a great time with us. 
I look forward to the pleasure of 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 Hi Yuri, hope you’ll be able to make it to our annual Christmas party at Loyal French restaurant on the night of December 24. ☆
② Cocktails will be served at 6 p.m. ★★★
③ Please let me know by e-mail before Friday, December 17, whether or not you will be able to attend. ★★★
　　　　　　　　　『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
