基本フォーマット84　面接試験の通知
From: Santos Village 
To: Takashi Kondo
Subject: An Initial Interview
Dear Takashi Kondo 
①Thank you very much for taking the written test last Friday.②You successfully passed the test which qualifies you for an initial interview. ③Your interview is scheduled for July 15 (Tuesday) at 10 a.m. in Room B. Please come to the sales department on the fifth floor. 

The interview should take about thirty minutes to complete. ④If you need to reschedule this appointment or if you have any questions, please send me e-mail.
I am looking forward to meeting you.  

Best Regards, 
Santos Village        

Personnel 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 Congratulations! ★★★
② We are very pleased to inform you that you have passed the written exam. ★★★★
③ I would like an opportunity to personally meet with you on July 15 (Tuesday) at 10 a.m. in Room B. ★★★★
④ If there is anything I can do for you, please do not hesitate to send me e-mail. ★★★★
　　　　　　　　　『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
