基本フォーマット38　顧客への返事7（不良品についての謝罪）

From: Caroline Hopkins

To: Takashi Sawada  

Subject: RE: Damaged Products   

Dear Takashi Sawada 

①We are sorry to learn about your dissatisfaction with some of the products you received on April 7. ②We would appreciate it if you could return the damaged products you are dissatisfied with. We will send them to our head office for investigation. 

An order substituting the damaged products will be shipped from our factory tomorrow. ③We apologize for the inconvenience and disappointment you have experienced over this. 

We really hope you will give us the opportunity to continue serving you. Thank you very much for informing us about the damage. We will make every effort to ensure that ④such a problem does not occur again. 

Thank you very much 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 are sorry to learn that you are quite unhappy with some of the products ★★★ 

② Could you kindly return the damaged products you are dissatisfied with? ★★★★  
③ Please accept our apology ★★★
④ such a problem will never happen again. ★★★
　　　　　　　　　『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
