２－２　連絡に対する返事
１　定型パターンの表現
肯定的な返事
◇Thank you for informing me about the meeting. 

◇I will be free on that day; therefore I can attend the annual conference.

否定的な返事
◇Unfortunately, I will not be available that day.

◇Prior commitments will not permit me to attend the meeting.

◇I cannot attend the planning meeting because I will be on a business trip that day.

◇Would you mind rescheduling the meeting for this coming Friday morning?

連絡に対して情報を付け足す
◇In regard to what you mentioned, I have recently been given the following information.

◇I have attached a file which contains additional information concerning the contract in question.

連絡が間違いである可能性を述べる
◇The information about the event you provided for me in your previous email might be wrong.
◇I think your information about the person in question is wrong.

連絡内容に対して質問する
◇I have just read your email dated Oct. 12. I am wondering if the information contained within is correct. 

◇Would you let me know where the meeting will be held?

◇Is there anything I have to prepare for the Monday meeting?

連絡に対して感謝を述べる
◇Thank you very much for constantly emailing me with helpful information.

◇I am obliged to you for your kind consideration.

２　会議案内・出張連絡に対する返事のEメール
例１　会議案内に対する返事
Thank you for informing me about the meeting scheduled for September 21 at 2 p.m.

To my regret, I will be unable to attend the meeting due to an unexpected business trip to New York. So, Mary will attend the meeting in my place.

例２　出張連絡に対する返事（出張手配完了の連絡）
I am pleased to inform you that I have completed booking your flight and making a hotel reservation for your business trip. For details, please see the attached file. I will send you a fax of a map that shows how to get from your hotel to the client's office. If there is anything unclear, please don't hesitate to contact me.
言い換え表現
１．Unfortunately, I will be unable to attend the meeting because I have to make an 

urgent business trip to New York.
２．I would like to inform you that I made arrangements for air tickets and 

accommodation.
３．Please don't hesitate to ask if you have any questions.

発展表現
１．Prior commitments will not permit me to attend the meeting on Feb. 13.

２．Would you mind rescheduling the meeting to next Wednesday?

３．I have asked Ms. Gray to wait for you outside the customs clearance exit.

単語に注目
１．All the preparations are complete for the trade fair.

２．It is your responsibility to provide us with accurate and complete information.

３．Please complete the following form and return it via email.

