基本フォーマット26　支払い延期願い

From: Kenji Tamura

To: Shane Hopkins

Subject: Delay in Payment

Dear Shane Hopkins 

We are sorry to say that ①we were not able to complete the payment for April. ②The recent sharp declines in sales caused a slowdown in sales. Therefore, ③it would be appreciated if you could give us a couple of days to clear the account. 

Please understand our current situation. ④We look forward to hearing from you soon.   

Best Regards,
Kenji Tamura

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 we were not able to meet the April bill. ★★★
② The sharp declines in sales left us in cash-tight situation. ★★★★
③ please give us a few days’ grace to clear the account. ★★★★
④ We look forward to your prompt response. ★★★
　　　　　　　　　『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
