基本フォーマット41　サンプル製品の送付依頼

From: Sharon Thompson 

To: Kenji Yamada   

Subject: Sample Products

Dear Kenji Yamada

①As we mentioned at the Convention Center last month, we request some sample products demonstrated at Booth #123 before reviewing the attached contract. ②We would appreciate it if you could send them out to our London office within two weeks. This will be an official request to proceed in our negotiations. 

③We will talk about the marketing strategies at our weekly meeting. If you have any questions, please don’t hesitate to send us e-mail. We look forward to hearing from you soon.

Thank you for your understanding.  

Best Regards,
Sharon Thompson 

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 As we talked with you ★★★ 

② We would like to have you send them out ★★★★ 

③ We plan to discuss the marketing strategies ★★★
　　　　　　　　　『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
