基本フォーマット20  注文書の受領6（支払方法の変更の承諾）

From: Jerald Thompson 

To: Mr. Yoshio Takaoka 

Subject: Shipment  

Dear Mr. Yoshio Takaoka 
We received your e-mail of April 7, in which you asked to change your terms of payment. ①We are very glad to tell you that we would be prepared to offer the facilities you proposed. 

However, ②we feel there would be more advantage for you in claiming 10 % cash discount for payments made within one month of receipt of invoice. ③Please let us know if this is acceptable.  

④We encourage you to e-mail us again whenever you have further questions. 

Thank you for your consideration.      

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 are happy to say that ～ ☆☆
② we believe ～ ★★★
③ Please contact us if this is acceptable. ★★★ 

④ Please send us e-mail again ☆☆
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