基本フォーマット19  注文書の受領5（支払方法の代替案の提示）

From: Jerald Thompson 

To: Mr. Yoshio Takaoka 

Subject: Shipment  

Dear Mr. Yoshio Takaoka 

①Thank you for your recent inquiry for open account facilities. We appreciate the fact that you have placed a number of orders with us for the past six months. 

②Unfortunately, we cannot agree at this time to offer the terms you requested. However, ③we would be prepared to consider an alternative. In this case, you may claim 10 % cash discount for payments made within one month of receipt of invoice. ④We believe this alternative would be a greater advantage for you. 

We regret that we were not able to accept your original request. We would appreciate it if you could accept our alternative plan. 

We look forward to hearing from you soon.  

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 We were glad to receive your recent inquiry for open account facilities. ☆☆
② We are sorry to say that we cannot agree at this time to offer the terms you requested. ☆☆
③ we are prepared for considering an alternative. ★★★ 

④ We believe this alternative would be acceptable. ★★★★
　　　　　　　　　『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
