基本フォーマット61　新製品の発表通知
From: Takashi Kondo

To: Caroline Luna  

Subject: New Product Release

Dear Caroline Luna 

①We are pleased to announce the release of the VOA-902, the latest in the VOA Series. We are sure you will enjoy the VOA-902. ②Its state-of-the-art features are exactly what you need. This model features a refined product design using cutting-edge parts of the highest quality. ③We are sure the model is responding to strong customer demand for a more reliable and continuously available mobile phone. ④If you are interested, we are happy to demonstrate the new model for you. 

A catalogue explaining this latest model has been sent to you by regular mail. Just e-mail us if you have any questions. 

Thank you very much for your understanding.  
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 We are happy to announce the launch of a new product VOA-902. ★★★
② Its state-of-the-art features exactly fit customers’ life-style. ☆☆
③ We are confident that the model is meeting the strong needs of our customers for a more reliable and continuously available mobile phone. ★★★
④ We are very pleased to demonstrate the new model for you on your request. ★★★
　　　　　　　　　『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
