基本フォーマット51　会議開催
From: Kenji Yamada

To: Sharon Thompson

Subject: Annual Conference

Dear Sharon Thompson 

①We are planning to hold our annual conference next month in London. ②We are looking for a hotel which can offer us accommodations and conference rooms. ③We would like you to send us full details on room rates, food and beverage services, and recreational facilities. We will arrive in London on May 5 and stay in an airport hotel. ④Could you arrange a transportation from the hotel to your office? By the way, is a shuttle bus from the airport available? 

We would appreciate getting an early confirmation of this arrangement and your prompt attention to this matter. 

Thank you very much for cooperation.    

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 prepared to hold our annual conference next month in London. ★★★ 

② Could you please help us look for a hotel which can offer us accommodations and conference rooms? ★★★★★
③ We were wondering if you could send us full details on room rates, food and beverage services, and recreational facilities. ★★★★
④ Do you mind if I ask a little favor? We need a transportation from the airport to your 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
