基本フォーマット89　会議の通知
From: Robert Marks 
To: Satoshi Kajioka
Subject: October 10 Meeting
Dear Satoshi Kajioka 
①The sales meeting will be held on Friday, October 10, at 10 a.m. at Conference Room A. The purpose of the meeting is to review the existing sales performance and foster better communication among all levels of personnel, including the branch manager, assistant managers, and supervisors. ②I would like to discuss the following agendas at the meeting. 

   1. Current Status   
2. Market Trends

3. Development Schedule

③The branch manager, assistant managers, and supervisors are required to attend the meeting. If you can’t attend the meeting, please make sure someone from your department will be there. 

I am looking forward to seeing you at the meeting. 
Best Regards, 

Robert Marks        

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 Please be informed that we will be conducting regular sales meeting on Friday, October 10, at 10 a.m. in Conference Room A. ★★★★★
② I’d like to hear your opinion on the following agendas at the meeting. ★★★★
③ This meeting must be attended by the branch manager, assistant managers, and supervisors.★★★
　　　　　　　　　『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
