基本フォーマット56　新しい会社の設立
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TO: Mr. Shigeru Tanaka                         DATE: August 1, 2005
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FAX NO: 81-3-3023-1234　　　　　　　　　　　　　　　Representative Director
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                    　　　　　　　　　　　　REF #: AF2103-1310 

SUBJECT: New Company Establishment 
Dear Mr. Tanaka:   

①For your convenience, we notify you that we celebrate the establishment of our new company, Sunrise Global, at 6:00 p.m. on Friday, September 7. ②You are greatly welcome to the opening ceremony. Formal dress is requested at the ceremony. Our new premises are equipped with many modern facilities.

③We earnestly hope that you will kindly extend your generous patronage to our new company.　We are looking forward to seeing you on September 7. 

Sincerely yours,

Jack Wilson

Representative Director    

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 very pleased to inform you that we celebrate the establishment of our new company, Sunrise Global, at 6:00 p.m. on Friday, September 7. ★★★★
② It is also a great pleasure to extend to you a cordial invitation for this opening ceremony.　★★★★★
③ We are sure that you will be able to enjoy an equally favorable relationship with us. ★★★★ 

  （これまで同様、良好な関係が打ち立てられるものと確信しております。）
　　　　　　　　　『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
