基本フォーマット4　新規取引に対する返信1－資料請求（カタログ、パンフレット）

From: Roger Hamilton 

To: Ms. Yamamoto

Subject: RE: Request for a Catalogue 

Dear Ms. Yamamoto

①Thank you for your inquiry dated 7th of August. ②Please refer to the attached catalogue and price list. All the prices are net in the list. Delivery lead time is less than 10 after receiving your firm order. ③You can enjoy a discount on orders of 5 units or more. 

Thank you for your e-mail, and ④please contact us if you would like any further information. 

Best Regards,
Roger Hamilton

Sales Manager 

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 a. I would like to thank you for your inquiry dated 7th of August. ★★★★
b. Thanks for your inquiry dated 7th of August.☆
② Attached are our catalogue and price list. ☆☆
③ We give a discount on orders of 5 units or more. ☆☆
④ just e-mail us if you need any further information. ☆  
　　　　　　　　　『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
