基本フォーマット30　顧客からの問い合わせ３（不良品への苦情）

From: Takashi Sawada

To: Caroline Hopkins   

Subject: Damaged Products

Dear Caroline Hopkins

①When we opened delivered items of seven Super-DVD players from you yesterday, ②we found three of them badly damaged. They will be kept on our premises ③until your staff comes to collect them early next week. We would like you to ship three replacement units within one month.

Thank you for your cooperation and prompt attention to this matter. 

Best Regards,
Takashi Sawada

Sales Department   

①★★★　②★★★　③★★★
〔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 Opening delivered items of seven Super-DVD players from you yesterday, ★★★ 

② three of them were found to be heavily damaged. ★★★ 
③ until they are picked up early next week. ★★★
　　　　　　　　　『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
