基本フォーマット36　顧客への返事5（商品が無料交換可）

From: Caroline Hopkins

To: Takashi Sawada

Subject: RE: Replacement  

Dear Takashi Sawada 

①You have recently returned your damaged product to us. We sent it to our factory for quality check. ②Our repair specialist has determined that the product was damaged by ordinary wear and tear. It is covered by the terms of your warranty.

This is to inform you that ③we are able to comply with your request for replacement at our expense. ④A replacement would be sent to you in a week or so. 

Thank you for your patience.

Best Regards,
Caroline 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 We have had the damaged product returned. ★★★ 

② According to our repair specialist, ★★★  
③ we are able to replace the product free of charge. ★★★
④ You would receive a replacement in a week or so. ★★★
　　　　　　　　　『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
