基本フォーマット13　注文書5（四半期毎の支払い） 

From: Yoshio Takaoka 

To: Mr. Jerald Thompson

Subject: Order 

Dear Mr. Jerald Thompson
①We placed an order by e-mail for thirty mobile phones, Model No. CA777COM, last Friday, November 3. ②Please confirm the receipt of our order. We plan to send a number of orders within one month.   

Over the past five years, we have placed substantial orders with you and never delayed the payment. We believe this has established our reputation with your company. 

③We are wondering if the payment could be made against quarterly statements. We are willing to supply additional references on request. 

Thank you for considering our suggestion. We look forward to your prompt reply.      

Best Regards,

Yoshio Takaoka  

Sales Department

①★★★　②★★★　③★★★★
〔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 sent a trial order by e-mail for thirty mobile phones, Model #CA777COM ★★★
② We should be grateful if you would confirm the receipt of this by return. ★★★★★
③ We are wondering if we could settle future accounts on a quarterly basis. ★★★★★
　　　　　　　　　『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
