米国出張先のレターヘッドまたはロゴを挿入してください。
Greenfield Co., Ltd. ※申請者の所属企業または日本の委託企業
January 1*, 20**
Dear Sir or Madam,

※招聘目的を簡単に記入

Based on the purchase agreement for the equipment purchased from your company, we request that service engineer be dispatched to our local U.S. plant to perform installation and commissioning of the equipment.
Sincerely,

Jiro Tanaka　※米国出張先(ワークサイト)の責任者情報(マネージャー職以上が望ましい)
Manager

Human Resources Department
Bluefield Inc. 
PAGE  
1

