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SUBJECT: Move to New Office
Dear Mr. Sawada:  

①We are pleased to announce that our Osaka office moved into a new building as June 7. The new building is located at:

1-2-3, Nagao-dai, Hirakata City, Osaka, Japan 573-0106
Our contact numbers and e-mail address are:

TEL: 81-6-6123-1233
FAX: 81-6-6123-1234
E-mail address: sunshine-project@gloval.ne.jp
②We would appreciate it if you could pass this information to those departments which must have the e-mail address. Any mail sent to the old address will be forwarded automatically to our new address. ③Most office functions will be moved to this new site within a few weeks. ④We always welcome your visit to our new office. Please e-mail us to arrange a convenient time. 

We appreciate your patience and understanding. We look forward to continuing our working relationship at our new office. 

Sincerely yours,
John Hopkins    

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 It is a great pleasure to announce the relocation of our office as July 7. ★★★★
② Please forward this information to those departments which must have the e-mail address. ★★★
③ It will take a few weeks to move most office functions to this new site. ★★★
④ You are always welcome to visit our new 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
