基本フォーマット60　営業所開設パーティへの招待

From: Takashi Kondo
To: Caroline Luna
Subject: Dinner Party

Dear Caroline Luna
①We are pleased to announce the opening of a new office in Hiroshima. ②You are cordially invited to take part in the dinner party held on Saturday, September 10. It will start at 6 p.m. and end at 8 p.m. ③Please feel free to come by during those hours with your wife and daughters. We are planning to have cocktails just before 6 p.m. 

The purpose of this party is to provide a chance for our business partners to visit us in a relaxed atmosphere. ④Please let us know by next Friday your presence. 

We are looking forward to seeing you at the party. 

Best Regards,
Takashi Kondo
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 inform you that we have opened a new office in Hiroshima. ★★★★★
② We hope that you will attend the dinner party held on Saturday, September 10. ★★★
③ You are requested to attend the party with your wife and daughters. ★★★
④ We would appreciate it if you could send back e-mail by next Friday whether or not you will be able to join us. ★★★★★
　　　　　　　　　『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
