基本フォーマット48　配送品の梱包方法の改善要求

From: Carlos Burn

To: Kenji Yamada

Subject: Reminder

Dear Kenji Yamada

①This is to remind you that this is the third time you have submitted a claim in the last six months. ②We understand your products are easily damaged. However, we would like you to consider improving methods of packing. We are sure that it will be in your best interest to do so. ③Otherwise, we cannot help but hold your customers’ consignments for our inspection until we can determine the cause of damage. Again, ④please make sure that your service staff will be more careful.
We must notify you that any further claims may affect your premium when the contract is renewed. 

Thank you very much for your understanding.    

Best Regards,

Carlos Burn 

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 To tell the truth, we were surprised to see that this is the third time you have submitted a claim in the last six months. ★★★★ 

② We know your products are fragile. ☆☆ 

③ Failure to improve methods of packing could result in canceling the contract. ★★★★
④ We want you to have your service staff handle packing more carefully. ☆☆
　　　　　　　　　『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
