２－１　スケジュールの連絡
１　定型パターンの表現
会議日程・時間・場所の連絡
◇The sales meeting is scheduled for Wednesday, June 10.

◇We will hold our monthly meeting Tuesday, May 10.

◇We are planning to have a meeting on Nov. 25.

◇The meeting will be held in conference room B.

◇The meeting is scheduled to begin at 8:30 a.m. and last until noon.

会議内容の連絡
◇The purpose of the meeting is to review the new product release.

◇In the coming meeting we will discuss sales strategies.

◇We will have a follow-up meeting to discuss the new product.

◇A meeting agenda will be distributed ahead of time.

出張日程の連絡

◇I will go on a business trip to America from Oct. 5 to 13. 

◇I will be away on a business trip until Sep. 8.

◇Please note that I will be out of the office from Apr. 1 to 8.

◇I will go to Europe on a business trip from May 3 and will be back on May 9.

◇I will go on a business trip tomorrow and am expected to return after October 10.

出張不在時の対応の連絡
◇I will respond to your e-mail upon my return.

◇If you are in a hurry, you can contact Mr. Parker by e-mail.

◇In urgent cases, please contact Ms. Morris at morris@ymm.com.

◇If you need a response earlier, Mr. Martin will be able to assist you.

◇You can reach me by email while I am away on business.

２　スケジュールの連絡のEメール（会議と出張）
例１　会議の日程の連絡
We would like to inform that we are planning to have a meeting on Oct. 15 in regard to the new project. It will be held from 10:00 am to 12:00 pm in Conference Room 2. The branch manager, section chiefs and assistant managers are required to attend the meeting.

If you are unable to attend the meeting, you are encouraged to send a substitute participant in your place.

例２　出張の日程の連絡
I will be out on a business trip from March 4th to the 8th. I will respond to your email 

when I return. However, if you have an urgent issue, please contact Ms. Mary Welles 

who will take care of my work on my behalf.  

言い換え表現
１．If you cannot attend the meeting, please make sure someone from your department 

will join the meeting in your place.
２．I will reply to you on my return.

３．In case of urgent issues, Ms. Mary Welles will handle my work on my behalf.

発展表現
１．The next Board of Directors meeting is scheduled for Friday, April 20, 2015.

２．Please note that this meeting is mandatory for all employees.

３．The purpose of this meeting is to discuss possible solutions for the pending issues.

４．During my business trip, you can reach me by email.

単語に注目
１．She is scheduled to take a substitute day off on Friday.

２．I substituted for him while he was away on a business trip.

３．We will not send you substitute goods without your consent.

