基本フォーマット6　新規取引に対する返信3－製品マニュアルの送付依頼

From: Robin Shane 

To: Ms. Sakita

Subject: RE: Request for Manual  

Dear Ms. Sakita

Thank you for your inquiry about our repair manual. We are sending you two hard copies by post. ①You should receive them by the end of next week. ②Please note that we charge $100 per copy.
If they don’t arrive by then, ③please advise, and we will send you two more copies free of charge. If you need additional copies, ④please e-mail a message to globamobile@newyork.co.us. Our autoresponder will automatically send you information. 

Thank you for your attention.

Best Regards,

Robin Shane

Manual 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 This is to confirm that you should receive them by the end of next week. ★★★★
② I am sorry to say that we charge $100 per copy. ☆☆
③ just let me know and we will send another two. ☆☆
④ do mail us at globamobile@newyork.co.us. ☆☆
　　　　　　　　　『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
