基本フォーマット25　支払いの取り立て5（支払い済み確認）

From: Shane Hopkins

To: Kenji Tamura  

Subject: Receipt of Payment

Dear Kenji Tamura 

①This is to confirm that we received your recent remittance. ②The amount of $7,770 has been credited to our account. ③We believe that you will be pleased with our product. 

For your information, some of the products you ordered will be upgraded in a few years. Therefore, ④we are pleased to send you an e-mail saying “Thank you” for bringing your account up-to-date. 

Thank you for purchasing our products. 

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 Kindly be informed that we received your recent remittance. ★★★★★
② The remittance today brings your account in line. ★★★★ 

③ We feel that you will be pleased with our product. ★★★
④ it is a pleasure for us to e-mail you, saying ～ ★★★
　　　　　　　　　『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
