基本フォーマット90　会議概要の報告
From: Satoshi Kajioka
To: Jane Jefferson
Subject: Meeting Summary
Dear Jane Jefferson 
①It was very helpful to see all those concerned with the project last Friday. ②I’d like to summarize the major points of the meeting. ③We agreed that this is the best time to enter the mobile phone market. We decided to set up a task force to research the current market. 

④We set the following targets to achieve within six months:
   1. Collect information about users and competitors

   2. Formulate product strategies

   3. Formulate sales and marketing strategies

If there is anything I can do for you, please let me know by e-mail. 

Thank you for your cooperation.  

Best Regards, 
Satoshi Kajioka        

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 was good to meet you all last Friday. ☆☆
② Attached are the major points of the meeting. ☆☆
③ We have concluded that this is the best time to enter the mobile phone market. ★★★
④ The following points came up to be addressed: ★★★
　　　　　　　　　『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
