基本フォーマット3　新規取引（引き合い）3－製品マニュアルの送付依頼

From: Saori Sakita  

To: Mr. Shane

Subject: Request for Manual  

Dear Mr. Shane  

　

①I would like to have two copies of the repair manual of the SO502i. The manual number is #1234. ②I would like this documentation by 10th of August. ③I hope that you can supply it free of charge. 

④If you can’t make it, please let me know as soon as possible. 

Thank you very much.

Best Regards,

Saori Sakita 

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 Can I have two copies of the repair manual of the SO502i? ☆
② I need this documentation by 10th of August. ☆☆
③ Hope you can supply it FOC. ☆
④ E-mail me ASAP if you can’t make it. ☆  

　　　　　　　　　『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
