基本フォーマット50　サービスの予約（特別な注文がある場合）

From: Kenji Yamada

To: Sharon Thompson

Subject: Service Reservation

Dear Sharon Thompson  

①We will be visiting you on schedule. Thank you very much for arranging accommodations for us last week. However, ②we know that your head office is a little far from the airport. ③Is it possible to meet us at the airport or arrange transportation from the airport to your head office? Either way, we would appreciate your help. 

We thank you for your attention and are looking forward to your prompt reply.    

Best Regards,
Kenji Yamada  

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 We are scheduled to visit you on April 7. ★★★ 

② we understand that your head office is a bit far from the airport. ★★★ 

③ I would like you to meet us at the airport or arrange transportation from the airport to your head office. ★★★★
　　　　　　　　　『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
