基本フォーマット107　コンピュータの故障による返信の遅れを謝る
From: Yuri Kawamura
To: Sherry Sanders 
Subject: Computer Down 
Dear Sherry Sanders

①I’m sorry my e-mail has been very unstable for the last two weeks. I reinstalled the program, but it still wouldn’t work. I called the technical support, but ②it took one week to get through. Sorry that I couldn’t respond to you sooner. 

If you have sent me any mail, please resend it to catch up with you. ③I am sorry for any inconvenience caused.
Best Regards, 
Yuri Kawamura          

Sales Department   

①★★★　②★★★　③☆☆　④★★★
　　　　　
〔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 a. Sorry for the delay in responding. My computer was down last Friday. ☆
b. My computer crashed last Friday. ☆☆
② it was in the shop for repair for a week. ☆☆
③ I want to extend my personal apologies for any inconvenience which resulted from this incident. ★★★★
　　　　　　　　　『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
