基本フォーマット12　注文書4（月極め請求による支払い）

From: Yoshio Takaoka 

To: Mr. Jerald Thompson

Subject: Order 

Dear Mr. Jerald Thompson
Two weeks ago, we sent an order by e-mail for fifty air conditioners. ①As the goods are urgently required, ②we would be in need for delivery by the end of March. If any goods are out of stock, we would like you to submit a quotation for a substitute. 

We have been doing business with you for more than ten years. ③Would it be possible for you to allow open account facilities? To this end, we would like you to settle our accounts by monthly statement. ④If necessary, we are enclosing a list of credit references. 

Thank you very much for your cooperation. We look forward to your prompt reply. 
Best Regards,

Yoshio Takaoka  

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 As we placed our order for immediate delivery, ★★★
② we appreciate your delivery by the end of March. ★★★
③ Is it possible for you to allow open account facilities? ☆☆
④ If you want, ☆ 

　　　　　　　　　『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
