基本フォーマット31　顧客からの問い合わせ４（従業員への苦情）
From: Takashi Sawada

To: Caroline Hopkins

Subject: Customer Service 

Dear Caroline Hopkins

①We are sorry to say that we had an unpleasant experience with your service performance. Two weeks ago, we e-mailed to you reporting the problem with your product. ②Unfortunately, you did not reply to my e-mail. 

The problem we had is that one of the units was found to be defective when we opened the shipment. ③We would like someone to return my e-mail as soon as possible. If a professional service is not offered within a few days, ④we will return all the units for full refund. 

Many thanks for your understanding.  

Best Regards,
Takashi Sawada

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 would like to complain that ★★★★ 

② Unhappily, we have not heard from you yet. ☆☆ 
③ Please reply to my e-mail immediately. ★★★
④ we will have to cancel our account with your company. ★★★
　　　　　　　　　『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
