基本フォーマット17　注文書の受領3（代替商品の紹介）
From: Jerald Thompson  

To: Mr. Takaoka   

Subject: Substitute Items     
Dear Mr. Takaoka

In reply to your recent e-mail, ① we are very sorry to say that we are currently out of stock of the items you have ordered. We can ship the following substitute items:

DV212ic     50 items

DV213ic     70 items

DV211ic    100 items

② Often around this time of year we receive very large orders from overseas buyers and try to anticipate this by increasing our stock on hand. Despite of our efforts to keep enough stock to ensure prompt delivery, the demand of this year has soared beyond our forecast. In such situations, ③we are grateful for the opportunity to substitute the products and restore the customers’ respect for our products. Since you are a valuable customer for us, we would like to prioritize your order. We trust that this proposal will keep you satisfied. Please let us know if you would like us to confirm your order. ④Your complete satisfaction is our goal. 

Thank you for your understanding. 

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 a. although we have considered every possible method of …, we cannot ～ ★★★★★
b. sorry to say that ～ ☆
② As we mentioned last year, we receive very large orders from overseas buyers ★★★
③ we would be grateful for the opportunity to substitute the products ★★★★
④ We thank you sincerely for your understanding. ★★★★★
　　　　　　　　　『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
