基本フォーマット27　支払い延期願いに対する返事

From: Shane Hopkins 

To: Kenji Tamura  

Subject: RE: Delay in Payment  

Dear Kenji Tamura 

①Thank you for your e-mail regarding the outstanding balance on your account. We understand that ②you had a setback in business due to the sharp declines in sales. ③We will allow you to postpone the payment. 

④We hope that you could find avenues to counter the troubles as soon as possible. Please let us know if you have ideas that allow us to serve you better. 

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 It was a pleasure to receive your e-mail ★★★
② due to the recent sharp declines in sales, you had a setback in business. ★★★ 

③ We are prepared to postpone your payment for a few days. ★★★★
④ We hope that you could get out of troubles as soon as possible. ★★★
　　　　　　　　　『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
