基本フォーマット55　工場の移転
Moon Star, Ltd.
1-2 Yokota-cho, Ota-ku, Tokyo, Japan 155-1010
Phone: 81-3-3023-1233       Fax: 81-3-3023-1234
TO: Mr. Roger Holland                           DATE: July 5, 2005
COMPANY: Euro Manufacturing Ltd.               FROM: Shigeru Tanaka 

FAX NO: 44-20-2156-7812                        PAGES TO BE TRANSMITTED: 2

PHONE NO: 44-20-2156-7811                     REF #: BG2103-1234 

SUBJECT: Move to New Factory 
Dear Mr. Holland:   

①The factory of Moon Star, Ltd. has moved to a larger and more convenient quarters in Tokyo at: 

1-2 Yokota-cho, Ota-ku, Tokyo, Japan 
TEL: 81-3-3023-1233
FAX: 81-3-3023-1234
②The following is our e-mail address. 

E-mail address: moonstar-rise@technical.ne.jp
③We would appreciate your advising the personnel within your company of this move. We are doing our best to minimize the disturbance to our normal operations. You are welcome to visit our new factory. We appreciate your patience and understanding.  

Thank you for your cooperation.

Sincerely yours,
Shigeru Tanaka   

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 inform you that the factory of Moon Star, Ltd. has moved to a larger and more convenient quarters in Tokyo at: ★★★★
② Our e-mail address is as follows. ★★★
③ It would be appreciated if you could advise the personnel within your company of this move. ★★★★★　　　　　　　　　『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
