基本フォーマット14　注文書6（支払条件の再交渉）

From: Yoshio Takaoka

To: Mr. Jerald Thompson

Subject: Order 

Dear Mr. Jerald Thompson
①We understand that payment on our account is due at the end of each month. ②We are deeply sorry that we were not able to meet our bill, No. 7770, due on April 7. 

As you may already know, sales have dropped recently in the market. We have not been able to settle our own suppliers’ bill yet and ③currently find ourselves in strained circumstances. 

④Would you allow us to be given a few extra days to make the payment without penalty? We would be grateful if we could receive your consent to this proposal. We hope you will understand our current situation.

Thank you for your patience and understanding.  

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 We know that we have to clear your invoice at the end of each month. ☆☆
② We regret that ～ ★★★★★
③ we are in tight circumstances. ★★★
④ Could you allow us to extend the payment for a few extra days without penalty? ★★★★★
　　　　　　　　　『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
