２－３　スケジュール変更　
１　定型パターンの表現
会議日程の変更
◇The meeting has been rescheduled for next Monday.

◇The sales meeting has been postponed to January 15.

◇We would like to postpone the meeting until Monday afternoon.

◇The date for the meeting has been changed from September 2nd to September 3rd.

◇Please note that the conference has been moved to March 5th.

◇Please adjust your schedule accordingly.

◇If you have any schedule conflicts, please contact me.

◇I’m sorry for such short notice.

会議の時間・場所の変更
◇There is a time change for the next regular meeting.

◇I would like to push back the start time of the meeting to 4 p.m.

◇We will move the meeting up an hour.

◇Please note that the meeting venue has been changed from conference room G to H.

出張日程の変更
◇My business trip to Toronto is extended to June 4th.

◇I have to postpone my business trip for a week.

フライト・宿泊先の変更
◇I have to make a change to my hotel booking due to a change in my schedule.

◇I am afraid I must ask you to change my flight booking as follows.

その他のスケジュールの変更 
◇The project schedule was extended by two years.

◇The recruit training period has been shortened to six weeks.

２　会議日程・出張日程の変更のEメール
例１　会議日程の変更
Please note that our sales meeting has been rescheduled for Tuesday, June 12 because some employees were unable to attend on the original date. The time and venue will remain unchanged. I am sorry for any inconvenience caused by this change and thank you for your consideration. I hope that you all are able to attend.

例２　出張日程の変更
Thank you for organizing the flight and hotel for me. But, unfortunately, I have to postpone my business trip for three days since I will attend an important meeting. I’ll leave on May 10th, instead of the 7th, and arrive on May 15th, instead of the12th. I’d like to ask you to change my flight and hotel reservation. I’m sorry to trouble you.

言い換え表現
１．Please keep in mind that the date of our sales meeting has been changed to Tuesday, 

June 12.
２．Thank you for booking me the flight and hotel.

３．I'm sorry for the inconvenience.

発展表現
１．We need to change the venue for the marketing meeting, due to the increased 

number of attendees.

２．Please be informed that there is a time change for the next manager's meeting.

３．My business trip to Los Angeles has been rescheduled for next week, due to unforeseen circumstances.

４．I apologize for the sudden change.

単語に注目
１．We have to consider more effective ways to organize sizeable amounts of 
information.

２．In order to exchange ideas and information, we have decided to organize a special 

seminar.  

３．We are planning to organize a new branch this coming spring.
