基本フォーマット23　支払いの取り立て3（法的措置を取る）

From: Shane Hopkins

To: Kenji Tamura

Subject: Payment Due

Dear Kenji Tamura 

①In spite of two previous e-mails calling your attention to the outstanding balance, ②we have received no reply or remittance from you. We believe that you have been given sufficient time to settle the account. Unfortunately, we are sorry to say that we have reached the limit of our patience. ③We must insist on receiving your remittance by the beginning of May. Otherwise, ④your account will be turned over to our solicitors for collection. 

We hope that this matter can be avoided. We look forward to your immediate action. 

Thank you for your cooperation. 

Best Regards,
Shane Hopkins

Sales Department

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 Despite two previous e-mails calling your attention to your overdue account, ★★★★
② we have received neither your reply nor remittance. ★★★ 

③ We insist that you remit the outstanding balance by the beginning of May. ★★★
④ we will be obliged to hand this matter to our lawyer. ★★★★
　　　　　　　　　『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
