基本フォーマット104　忘年会の開催
From: Kim Sharon
To: Yuri Kawamura 
Subject: Year-end Party    
Dear Yuri Kawamura 
①We would like to take this occasion to offer you our best wishes for the holiday season. Our annual year-end party is just around the corner. ②A suggestion has been made to invite the Accounting Department to join us. ③Just send e-mail to me by Tuesday whether or not you will be able to join the party. ④We will announce the time, date, and location of the party soon. 

I hope you can join us. It is certain to be an occasion you will thoroughly enjoy and long remember. 
I look forward to seeing you all there. 

Best Regards, 

Kim Sharon         

Sales Department   

①★★★★　②★★★★　③☆☆　④★★★
〔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 The holidays are almost here. Let’s forget the old and prepare for the new at our annual year-end party. ★★★
② We were talking about inviting the Accounting Department. Let’s all eat, drink, and forget the troubles of the past year. ☆☆
③ Please let me know by Tuesday whether you are attending or not. ☆☆
④ a. The time, date, and location of the party will be announced immediately. ★★★
b. Further details about location and exact time will be communicated after our arrangements are finalized. ★★★★★
　　　　　　　　　『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
