基本フォーマット92　アンケートの依頼
From: Takao Kawano

To: Kim Sharon  
Subject: Questionnaire    
Dear Kim Sharon  
①We are currently conducting a company-wide questionnaire on the quality of food and service we provide at the cafeteria. We would like to invite you to participate in our survey. ②Please complete the attached questionnaire and send it by e-mail to foodserve@global.food.com. The questionnaire should take less than fifteen minutes to complete. ③It would be greatly appreciated if you could provide any additional comments in the section labeled “Other.” 

We will provide you with some value in exchange for your time in helping us.

Thank you very much for your time and cooperation.

Best Regards, 
Takao Kawano      

General 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 Could you please answer the following questionnaire on the quality of food and service we provide at the cafeteria? ★★★★★
② If you are willing to participate in the attached questionnaire, just send e-mail to foodserve@global.food.com. ★★★
③ We welcome any other helpful comments on the questionnaire. ★★★
　　　　　　　　　『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
