基本フォーマット16  注文書の受領2（在庫・納期の通知） 

From: Jerald Thompson 

To: Mr. Yoshio Takaoka 

Subject: Shipment  

Dear Mr. Yoshio Takaoka 

We would like to thank you for your order for fifty mobile phones as advertised in Troy. ①We currently have all the units in stock. ②As shown in Troy magazine, we guarantee higher quality than any other brands. Delivery will be made immediately ③after receiving your remittance. If you are interested in purchasing more than eighty units, ④you will benefit a 25 % special discount.
⑤We are pleased to hear from a long-lasting customer like you. Thank you for your business. 

Best Regards,

Jerald Thompson  

Sales Manager 

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 currently have all the units available. ★★★★
② As indicated in Troy magazine, ★★★
③ on receipt of your remittance ★★★ 

④ we will offer a 25 % special discount. ★★★
⑤ We are happy to hear ～ ☆☆
　　　　　　　　　『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
