基本フォーマット21　支払いの取り立て1（支払期限切れ）

From: Shane Hopkins
To: Sales Department

Subject: Payment Due

Dear Sales Department

As of April 7, ①we remind you that the balance of your account – amounting to $ 7,700 – is now overdue. Please drop your check in the mail within a few days. ②Please keep in mind 2 % late payment fee will be added to your bill if the payment is not received by April 25.  

If you have sent us payment within the last few days, please disregard this notice.   　　
Thank you for your cooperation.　

Best Regards,

Shane Hopkins

Sales Department
①★★★　②★★★
〔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 our records show that we have not yet received the amount of $7,700. ★★★★
② We would like you to understand that 2 % late payment fee will be added to your bill.　★★★★★ 
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