基本フォーマット15  注文書の受領1（配送の予定）

From: Jerald Thompson  

To: Mr. Yoshio Takaoka 

Subject: Shipment  

Dear Mr. Yoshio Takaoka 
①Your purchase order, No. 71710, was shipped last Monday. ②It should arrive at your office next Monday. ③Please e-mail us when you receive it. 

To ensure better service, we have taken special care in packaging the goods. However, ④should there be any breakage or other cause for complaint, please let us know immediately. 

We appreciate your continued business. We look forward to hearing from you soon. 

Thank you very much.  

Best Regards,

Jerald Thompson   

Sales Manager

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 Please be advised that your purchase order, No. 71710, was shipped last Monday. ★★★★★
② It should reach you next Monday. ★★★
③ We would like you to e-mail us ★★★★ 

④ if there should be any breakage or other cause for complaint, ★★★★
　　　　　　　　　『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
