基本フォーマット11　注文書3（為替手形による支払い）

From: Yoshio Takaoka

To: Mr. Jerald Thompson

Subject: Order 

Dear Mr. Jerald Thompson

①We have been dealing with you on a cash against document basis for five years. ②We are writing to ask you if it would be possible for us to change to payment terms by 60-day bill of exchange. 

As you know, we have placed substantial orders with you over the past six months and settled promptly. ③We hope this has established our credibility as a reliable account with you. ④We feel that you know us well enough to grant our request. If you need additional credit references, ⑤we are willing to supply them. 

Since we intend to place another order within four weeks, we would appreciate it if you could accept this method of payment terms.

Thank you for your consideration of this proposal. We look forward to your favorable reply.    

Best Regards,

Yoshio Takaoka  

Sales Department

①★★★　②★★★★　③★★★　④★★★　⑤★★★
〔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 We have been doing business with you on a cash on delivery basis for five years. ★★★
② Could you please change to payment terms by 60-day bill of exchange? ★★★★★
③ We believe we have established ourselves as a reliable account with you. ★★★★
④ We are eagerly anticipating doing business with you. ★★★ 

⑤ we are happy to supply them. ☆☆
　　　　　　　　　『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
