基本フォーマット91　業務報告
From: Satoshi Kajioka
To: Jane Jefferson
Subject: Report
Dear Jane Jefferson
①Attached is the report that is due today. It has been done as requested. ②I visited Global Food Ltd. last Monday. The following is my business trip summary. 

They import raw materials from America, but ③are looking for materials at a lower cost, but the same quality from Europe. I tried to provide in-depth market analysis of Europe and I placed all detailed data in an appendix. I’ve also included a list of materials they are currently looking for along with their target prices. 

④I would like you to review the report and make any changes as you see appropriate. I would appreciate it if you could meet me at your convenience to discuss any changes. 

Thank you very much for your understanding. 
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 I’m attaching the report that is due today. ★★★
② I called on Global Food Ltd. last Monday. ☆☆
③ … are interested in finding materials at a lower cost, but the same quality from Europe. ★★★
④ I would like to suggest that you review the report and make any changes as you see appropriate. ★★★★
　　　　　　　　　『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
