基本フォーマット49　ホテルの予約
From: Kenji Yamada 
To: Sharon Thompson

Subject: Hotel Reservation

Dear Sharon Thompson     
①We will be visiting your head office on April 7. ②Please make a hotel reservation on our behalf. If possible, ③we would prefer either Hilton or Hyatt. ④We would like to request two double rooms and one single room. 

Our itinerary is as follows:

        April 6  Arr. London   Check in

        April 7  Meeting with Mr. Shone Steven

        April 8  Check out

Please let us know the reservation number.

Thank you very much for your assistance.      

Best Regards,
Kenji Yamada  

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 We are planning to go to your head office on April 7. ★★★ 

② Could you please make a hotel reservation on our behalf? ★★★★★ 

③ either Hilton or Hyatt will be fine. ☆☆
④ We require two double rooms and one single room. ★★★★
　　　　　　　　　『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
