基本フォーマット108　仕事が忙しいことによる返信の遅れを謝る
From: Yuri Kawamura
To: Sherry Sanders

Subject: Information  
Dear Sherry Sanders

①Thank you for your e-mail. ②Sorry, I haven’t responded. I have been real busy for the last two weeks, because ③I had a big translation project, which was due yesterday. The workload was terrible. The project was supposed to be over last Saturday, but took an additional few days.

④I understand I haven’t sent you the information you requested yet. I will make it next week. 

Thank you for your understanding. 

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 Thanks for the message. ☆
② a. Sorry, I didn’t reply. ☆
b. I’m sorry I didn’t get back to you. ☆
③ I had to meet the deadline for the big translation project. ★★★
④ I know I haven’t gotten you the information you requested yet. ☆☆
　　　　　　　　　『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
