基本フォーマット47　手形の不渡り通知

From: Kenji Yamada

To: Sharon Thompson

Subject: Dishonored Bill

Dear Sharon Thompson
①This is to confirm that the bill was due on July 7, as per our discussion about the payment. However, it appears that the bill has been dishonored and was returned to us from the bank yesterday. 

②We are prepared for allowing you an additional 10 days before sending it to the bank again. ③We hope that the funds will be available by then. ④It would be appreciated if you could settle the account within 10 days. Otherwise, we may be forced to take legal action. 
We would appreciate your prompt attention to this matter. 

Thank you for your understanding. 

Best Regards,
Kenji Yamada 

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 notify you that ～ ★★★★ 
② We are prepared to give you an additional 10 days ★★★ 

③ We insist that the funds be available by then. ★★★
④ Please settle the account within 10 days. ★★★
　　　　　　　　　『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
